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Applicatim Number . 

Kl Establish Retention Schedule; recurd will mntinue to accumulate. DIVISION-WIDE COMMON 
b. 0 Dispose of present accumulation; no funher accumulation anticipated. 

I.WqMdrer FOR RECORDS YINAGEMENT UOE 
Department of Education wwtton Number 

Regional Education Services Division DneReCffved Dan conlpreted 
81-373 Office of Administrative Serwices 

Atlanta, GA 30334 QUL 1 7  1981 I I U G  7 7981 

c. 0 Amend W i d o n  No. Checkone: 0 Chaw; 0 Supercede; 0 Void 
4. DnerofsH*I I 5. Records &ria T i  (followed by tirJe uopd in office; if different) 
Earliest b e s t  

I To date REGIONAL DIRECTORS' GENERAL ADMINISTRATIVE FILES 

7. Record Saw Duaiition T h i s  fik mntains the following dOCU&nts (imlluda form numbwrmd tiUeS, i fmy): 
Attach samples of the fik. 

Documnkrebtingto: providing liaison service between the division and others within the 
department, other state agencies, education organizations, federal government 
and individuals, excluding correspondence to aad from local school systems. 

concerning all areas of responsibility, excluding all records dealing with 
local schools. 

hdudedm: correspondence, memoranda, plans, schedules;policies, goals, laws, etc. 

. ,  - - . - 
~~ . 

8. Mnthly Referena Ram 
~ t o S i X m O n t h S O l d  

How ofton are remrds referred to which are: 
,~ 

; Seveh to twelve monthsold ; W i n  to twent+four months old 
twehty-fin months md older 7 

S. Annual R.1. d Aaumulation d Record 



L - 
X L Irthiiavitalncord) =- 

X d. Does thii series tun histwical or long term -&value? 
8. When one Q w documen0 in the fik make il meassaw m k r ,  the entire file for. lorn 0er.d muld thcv 

The following w i r e s  the =*I to be kept: 

d. Audit period 
e. Adminimative need 
f. Federal retention instructions 

statut. of limitation 

ch cow or ex& of *m or regulations. Explain administrat-& need. 

12 *ppovCa Dirpodtion lnrrnrriom This agency recommends that thc file series be art off at the end of mch: 
Po c.LgndarYear:'O FisdYear; 0 Omer 

m t h ( s 1 1  yasr(d:then 

then, 

a Hold in the asrent files rca 
0 Trader m local holding ma; hold 
0 Transfer to State Records Canter; hold - year(sJ;xhen 

D m r O Y .  
0 Transfer to state Archives for m m n t  retention. 

other &eCirvl 

wxbk then 


